
2 .  Department of Human Resources I Division of Fhysical Health 
n 1 Health Se ces Section, General Sanatati 

&*&%%re. Room @ 
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 

NO FURTHER ACCUMULATION ANTICIPA @ RECORD WILL CONTINUE TO ACCUMULATE. 

Dates of Series 
SEE ATTACHED _-- -. 

'What is the function of the office in which this record series is created? 

The General Sanitation Unit, under the direction of the Chief, is responsible for the 
administration of state wide sanitation programs. Included are programs involving: 

1. food service and control 
2. tourist accm&tion sanitation 
3. recreational area sanitation 

5. water inrpounaments sanitation 
6. insect and rodent control 
7. complaint investigation and follow-up 

4. gwlmmlng pool quality control 

It also provides technical assistance, supplies, and materials for the operation of 
programs, for the Surveillance and evaluation of state authority operated perrks. 

and file arrangement ) . 
-I- 

This file contains the following documents' (include form numbers and titles, if any, 

SEE ATIIA(;?IED 

ATTACH SAMPLES OF THE FIG3 
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9 .  YE% NO ' *, 
QUESTIONNAIRE I!.c. A D  " x "  t n  t h e  proper c 0 1 ~ m n .  r r  an.w#r 1. " r r s . "  p le . . e  e * p > . i n  

13. Is t h i s  t he  Record Copy of t he  se r i e s?  .~ bc 1 [ . I  
~1 I d  

xl 

.... 
I 

1 4 .  Is there  a duplication of t h i s  $cries i n  another of f ice  o r  agency? 

15.  Is the information contained i n  t h i s  s e r i e s  ever s w a r i z e d  o r  published? 

16. Does the serie,s contain . . 1 . class ' i f ied information: requiring secufIity . -~ handling? . ~- . 

17. . , .Does , I  ' -  t he  se r i e s  i n i t i a t e ,  amend o r  te rn ina te  @ericy.'p&cies 'M - p y o c e d y e s ? ~  

.. 
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8 .  .._ Attach copy of s m a r y  or  publication. - . . ~ ~ - ,  
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18. Could the function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? . [ id - - - [  I 

19 .  Is the  se r i e s  ( o r  major portion o f  it) regularly microfilmed? If yes, why? [ 1 k l  
20. Does the record se r i e s  provide data as input t o  an EDP f i l e ?  [ 1 k l  
21. Does the  record se r i e s  contain documentation produced a.s EDP pr intout?  [ i%i 
22. Has the Federal Government issued instruct ions governing the  retention/dispo- [ 1 $ 1  

........ -. . - .. ......... :r-.?f-.*.-- . . . . . . . . . . .  - L _ . . . -  ....... r..r. ' . l~?-kl 
23. W i l l  t here  .be a need fo?these-records .lo, 15 years from now? If yes, what? 

I______-_ -. -- -- 
. .  . . .  .._ . ~ .  7 ... 

. . .  - . . . . . . . . .  
24. REQUIREMENTS. The following requires the f i l e s  t o  be kept  years:-=--- . .  .. ... L .. J . ~ .  . . .  . .  - ........ i,. . _ ~ -  . . . . . .  

a. [ ]STATE b. [ ]STATUTE OF c .  [ ]AUDIT d .  [ ]FEDERAL - e .~[  ]ADMINisTMTIVE .. ~. .' f. [ ]HISTORICAL .~ 

LAW LIMITATION PERIOD LAW ..... ~DEC1.SION .......... : . . . . .  VALm-'- 
. .  

( C i t e  Law, S t a t u t e ,  or  o ther  reason for t& r-tention requ?rsmen,t) . . . .  
.~ . . .  

. .  ... ..... . I -... . -~.. . . . . . .  . . . . . . .  ~- . .  
1.. .~ 

SEE ATTACHED 

[ ] Hold i n  the current f i l e s  area ' '  month(s)/ y e a r ( s ) :  
[ Transfer t o  [ 1 S ta te  Records Center [ ] Local Holding Area; hold y e a r ( s ) :  
[ ] Destroy. 
[ ] Transfer t o  S ta te  Archives fo r  permanent re tent ion.  
[ ] Destroy immediately after cut-off. 
[ 3 Other: (Specify) 

SEE ATTACHED 

( Indiea te  brief ly  rat ionale  for  r e c o m n d a t i o n s  above/or write addi t ional  remarks)  : 



APP 1 
No 
73-282 
- 

73-283 

73-284 

73-285 

73-286 

73-287 

73-288 

73-289 

Bnvironmental Health Services Sect ion 
General San i t a t ion  Unit  # 

Des cr ip  ti* Dispos i t ion  - 
FOOD SERVICE PERMITS FILE - Cut o f f  f i l e s  a t  end of each 
Documents r e l a t i n g  t o  t h e  f i s c a l  year: then hold i n  
approval of food service estab-  
l ishments  throughout t h e  State.  
(Permi ts  are permanent u n t i l  
revoked o r  discont inuance of destroy.  
operat ion.)  This inc ludes ,  t h e  
copy of t h e  permit f o r  opera t ion  
only. F i l e  is  arranged alpha- 
b e t i c a l l  b county, then  by 
permit. ': 

c u r r e n t - f i l e s  area f o r  2 years ;  
then t r a n s f e r  t o  S t a t e  Records 
Center,  hold 3 years ,  then  

Y Y  

COMPUTER PRINT-OUT - (Con- 
s o l i d a t e d  l i s t i n g  of Food 
Serv ice  Permits) 

COMPUTER TAPE FILE - 

FOOD SERVICE APPLICATION FILE - 
Documents r e l a t i n g  t o  t h e  
a p p l i c a t i o n  f o r  approval  of 
opera t ion  f o r  food service 
establ ishments .  This  inc ludes  
t h e  a p p l i c a t i o n  of operat ion.  
F i l e  is  arranged a lphabe t i ca l ly  
by county, then by d a t e  of 
app l i ca t ion .  

Cut o f f  a t  end of f i s c a l  year ;  
hold i n  CFA f o r  2 years ;  then  
retire t o  S ta te  Archives. 

Erase and reuse  t ape  when 
f i l e  is  updated. 

Cut o f f  a t  end of f i s c a l  year ;  
hold i n  CFA f o r  2 years ;  then 
destroy.  

.a/ WATER IMPOUNDMENT P E W $  FILE- 
Documents r e l a t i n g  t o  t h e  permit 
t o  impound water. This  inc ludes  t r a n s f e r  t o  S t a t e  Records 
t h e  permit t o  impound water .only.  
F i l e  i s  arranged a lphabe t i ca l ly  destroy.  AHeuPcd q h S / 7 S  m5 
by county, then by year .  

Cut o f f  a t  end of f w l  year ;  
hold i n  CFA f o r  2 years ;  then 

Center, ho ld  3 years ;  then 

COMPUTER PRINT-OUT - (COasol- 
i da t ed  l i s t i n g  of Water Impound- 
ment Permits)  

COMPUTER TAPE FILE - 

WATER IMPOUNDMENT APPLICATION 
FILE - Documents r e l a t i n g  t o  t h e  
impoundment of water. This in- 
c ludes  t h e  app l i ca t ion  t o  impound 
water. F i l e  is  arranged alpha- 
b e t i c a l l y  by county, then by 
number of permit ,  then by year .  

Cut o f f  a t  end of f i s c a l  yea r ,  
hold i n  CFA f o r  2 years ;  retire 
t o  S t a t e  Archives. 

Erase and reuse  t ape  when f i l e  
is  updated. 

Cut o f f  a t  end of f i s c a l  year ;  
hold i n  CFA f o r  2 years ;  then 
retire t o  S t a t e  Archives. 
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i 
Records Retention Schedule 

. ,  ' . 
Environmental Health Service Section 

General Sani ta t ion Unit # 
 ADD^ _. 
No Description 1 

73-290 WATERSHED IMF'OUNBEIdT FILE- 
Documents r e l a t ing  t o  the  
damning of watersheds ( r ivers ,  
streams, etc . )  f o r  flobd 
retardat ion and recreat ional  
areas. This includes, but is  
not  l imited t o  plans and 
spec i f ica t ions ,  f o r  maintenance 
of t he  impoundment of and the  
eradicat ion of mosquitoes. 
F i l e  is  brranged alphabetically 
by name. 

73-291 TOURIST ACCOMODATION PERMIT FILE - 
Documents re la t ing  t o  san i t a t iona l  , 
f a c i l i t y  approval of ho te l  and 
motel accomodations throughout the 
S t a t e .  This includes, but is not 
l imited to ,  permits f o r  operdtion 
of approved f a c i l i t y .  F i l e  is 
arranged alphabet ical ly  by county, 
then alphabet ical ly  by f a c i l i t y .  

73-292 COMPUTER PRINT-OTJT - (Consolidated 
l i s t i n g  of Tourist Accomodation 
Permits) 

73-293 COMPUTER TAPE FILE - 

73-294 A-95 ENVIROMENTAL IWA& STATEMENT 
FILE - Documents r e l a t ing  t o  grant 
appl icat ions review f o r  highway 
construction, proposed recreat ional  
f a c i l i t i e s ,  a i rpo r t s ,  and re la ted  
f a c i l i t i e s ,  These documents a r e  
copies which a re  submitted t o  the  
sect ion fo r  t h e i r  review and approval. 
They include, but  are not l imited to ,  
no t i f i ca t ion  of review, commend review 
sheet,  correspondence on projects ,  
projects  narrat ives .  F i l e  is  
arranged by county, then by date. 

Diaposition 
Cut off a t  end of f i s c a l  
year; hold i n  CFA fo r  2 years;  
then retire t o  S ta t e  Archives. 

Cut off f i l e  a t  end of f i s c a l  
year; hold i n  CFA f o r  2 years;  
then t ransfer  t o  State Records 
Center f o r  3 years; then 
destroy. 

Cut off at  end of f i s c a l  year,  
hold i n  CFA 2 years; then 
r e t i r e  t o  S t a t e  Archives. 

Erase and reuse tape when f i l e  
i s  updated. 

Cut off f i l e  a t  end of f i s c a l  
year; hold i n  CFA f o r  2 years;  
then destroy. 



Records Retention Schedule 
c c  . ’ .  - I  

Environmental Health Service Sect ion . _ .  
General S a n i t a t i o n  Unit  I 

APPl - No D e s c r i w  I Dispos i t ion  
73-295 COMPLAINT AND DISPOSITION INVEST- Cut o f f  at  end of f i s c a l  year ;  

destroy.  
IGATION FILE- Documents r e l a t i n g  hold i n  CFA 2 years ;  then 
t o  the i n v e s t i g a t i o n  of complaints 
from c i t i z e n s ,  r e l a t i n g  t o  envi- 
ronmental s a n i t a t i o n  problems. 
This inc ludes  letters of complaint, 
i n v e s t i g a t i v e  r e p o r t  of complaint, 
d i s p o s i t i o n  of complaint, and 
u l t i m a t e  co r rec t ion .  F i l e  16 
arranged a lphabe t i ca l ly  by county, 
then n u e r i c a l l y  by complaint. 

73-296 

73-297 

RECREATIONAL AREAS PLANS AND 
SPECIFICATION FILE (Completed) - 
Documents r e l a t i n g  t o  proposed 
cons t ruc t ion  of water and sewage 
f a c i l i t i e s .  This inc ludes  plans,  
s p e c i f i c a t i o n s ,  correspondence 
regarding prpposed f a c i l i t y  and 
a s so r t ed  working papers. This 
a l s o  inc ludes  State and p r i v a t e  
r e c r e a t i o n a l  areas. F i l e  is 
arranged a lphabe t i ca l ly  by name 
of proposed f a c i l i t y .  

RECREATIONAL AREAS PLAN AND 
SPECIFICATION FILE (Inactive) - 
Documents r e l a t i n g  t o  proposed 
cons t ruc t ion  of water ’and sewage 
f a c i l i t i e s .  This  inc ludes  plans,  
s p e c i f i c a t i o n s ,  correspondence 
regarding proposed f a c i l i t y  and 
a s s o r t e d  working papers. This  
a l s o  inc ludes  S t a t e  &d-pr iva te  
recreational areas. F i l e  is 
arranged a lphabe t i ca l ly  by  name 
of proposed f a c i l i t y .  

Cut o f f  a t  end of f i s c a l  year ;  
hold i n  CFA f o r  2 years;  then 

I t r a n s f e r  t o  S t a t e  Records 
Center,  hold f o r  3 yearg; 

Upon dec is ion  not  t o  implement 
proposal ,  t r a n s f e r  t o  inactive 
f i l e s ;  cu t  o f f  a t  end of f i s c a l  
year ;  hold i n  CFA f o r  1 yea r ;  
then destroy.  


